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. INTRODUCTION

The Hawaii Unemployment Insurance (HUI) Express is a secure and easy way to file your
Unemployment Insurance (Ul) wage reports through the state’s official website at
http://hui.eHawaii.gov. Register online and use our free Quarterly Wage Reporting System
(QWRS) software program. The QWRS software program creates an electronic file, which
you can send online. The program also prints the Form UC-B6, Quarterly Wage, Contribution
and Employment and Training Assessment Report, which you can use to pay your
contribution.

Employers interested in using the QWRS software program can register to file online and
once approved can download the program. Employers may also contact our office for the
QWRS software program on CD.

If you do not use the QWRS software program you may create your own file using the new
“Record Layout for Programmers.” Employers must obtain approval prior to sending
your QWR files using the new Record Layout. Contact our office for a copy of the
“Employer’s Guide for Preparing the Magnetic Media Record Layout” or download the guide
at http://Hawaii.gov/labor/ui.

In order to register, you will need your Department of Labor (DOL) number, Federal Employer
Identification number (FEIN) and your own personal e-mail address.

This publication will provide you with step-by-step instructions to register for online filing of
quarterly wage reports and demonstrate how to file your reports online. Once your
application is approved, you can use the HUI Express website to file reports, file amended
reports, view a history of reports filed, update account information and download the QWRS
software program.

Il. HOW TO REGISTER

User’s can directly log on to the website to register for online filing or use the QWRS program
to access the online filing.

A. Log on to website

The first step is to access http://hui.eHawaii.gov website to “Create an Account” to
obtain a Username and Password. Second, you must complete the HUI application to
link your eHawaii.gov account. You will receive an email notifying you that the
application was submitted. HUI will review the application and another email will be
sent to notify you of the status of the application. Once your application is approved,
you may file QWRS reports online. There are several ways to access the website to
register for online filing.

e Employers can log on to http://hui.eHawaii.gov. The “Welcome to the Hawaii
Unemployment Insurance (HUI) Express” page will be displayed.




e Employers can also log onto the http://Hawaii.gov/labor/ui and click on the link to
access the HUI Express. The user will be directed to the “Welcome to the Hawaii
Unemployment Insurance (HUI) Express” page.

1. Welcome to the Hawaii Unemployment Insurance (HUI) Express Page
Once you have accessed the HUI Express website, the “Welcome to the Hawaii
Unemployment Insurance (HUI) Express” page will be displayed.

Click on Create a eHawaii.gov portal account to obtain a Username and
Password. If you already have an account, click on Login to access your
online account.

Department of Labor & Industrial Relations|

m Welcome to the Hawaii Unemployment Insurance {HUl) Express

]
» ;;g:::'::uunt Welcome to the online filing of the Hawaii Unemployment Insurance Quarerly Wage
» Update Account Reports. It's easyto use and it's free! To padicipate, use our free Quarterly Wage

: Reporting Systerm (WRS) program to prepare your quarterly contribution repart and
» Link your account create an electranic file of your quarterly wage racards which you can send anline.
» FAQ (Online filing of the contribution report and payments will be available in 2008 You can

download the program or call the HUI Express number for a free copy of the prograrm.

tcnh::;;gzdﬂ?f;:c:;u"t Ifyau do nat use the GWRS software program you may create your own file using the
address, pasanord, new "Record Layout for Programmers”. Employers must obtain approval prior to
mailing address or sending your GWWR file anline using the new Recard Layout. Contact our office far a
phone number. capy of the "Emplayer's Guide for Preparing the Magnetic Media Recard Layout” or

download the guide at Hawaii.gowLabaor,

Getting Started
1. Create a eHawaii.gov portal account to obtain a Username and Password. Ifyou
have an account, login.
2. Login to complete the HUI Express registration by linking your account.
3. \Wait for an ermail notifying you ofthe status ofyour application.




2. Are you a Subscriber to eHawaii.gov? Page

At the “Are you a Subscriber to eHawaii.gov?” page, check “No, | just want to

get setup to use this service.” Click on the Continue button and the “Create a
New Account” page will open.

T

Account Services

Explore Return to Hawaii Unemplayment Insurance (HUD Express withaut creating an
account.

* Retrieve Username
= Retrieve Password

Are you a Subscriber to eHawaii.gov?

OL*IVE (Mote: You do not have to be a Subscriber to use this service. Subscribers pay §75

HEL.P peryearto access premium online services and receive monthly billing.)

¢ Yes, | am an eHawaii.gov Subscriber. What is a subscriber?

¢ Mo, | justwantto get setup to use this service.

Continue |




3. Create a New Account Page

At the “Create a New Account” page, complete the application to obtain a
Username and Password. Caution: The Username and Password are case
sensitive. Be sure to make a note of your Username, Password and Secret
Answer for future use. Fields with an asterisk (*) are required fields.

Click on Create Account button to continue.

YoureHaw

Account Services

Return to Hawaii Unemployrent Insurance (HUIY Express without creating an

Explore

N account
- Retrieve Username

R b Create a New Account

Registering with eHawaii.gov |ets you take advantage of our many applications and
gsenices, Required fields are marked with a*,

Username & Password

FirstName: * l—
Middle Mame ar Initial l—
LastName: ™ l—
Suffix li
Usernarme: * l—
Passwaord: * li
Confitm Password: * l—

Email: * l—
Confirm Email: * I—
Secret Question: * l—
Secret Answer: * l—

Contact Information

Default Billing Address:

Strest1:* I—

Strest 2: l—

ity * I—

State: ™ |_ j
Provinee (Man-U.S): l—

FipiPostal Code: l—

Country: * lﬁ

Agree to Terrns of Serice?: * -

Horne Phorie Nurnber; d )l (00
AR

Waork Phane Number d )| [
A

Email me ahoutimportant dates  [7
pertaining to senices luse.

Ernail me ahout new eHawail.ooy [7
senices as they hecame
available.

Create Accaunt

Return to Hawali Unemployment Insurance (HUI Express without creating an
accaunt.




4. Create an eHawaii.gov portal account- Confirmation Page

At the “Create an eHawaii.gov portal account- Confirmation” page, click on
login to link you account to Hawaii Unemployment Insurance Express.

Department of Labor & Industrial Relations

T Create an eHawaii.gov portal account -

¥ Logout H
B e Confirmation

| Bl e You have created an EHaWall.gUV account.

» Update Account

» FAQ To complete the HUI Express registration, login and link your account.

Choose Update
Account to update
your email address,
pasanord, mailing
address of phone
number.




5. Login Page

You will be taken to the Login page, enter your eHawaii.gov account Username
and Password. Click on the Login button to continue.

YoureHawail.gov Portal Account

ROV Account Services

Explore Login
* Retrieve Username ‘ou have requested access to a site that requires authentication.
= Retrieve Password
- Enter your Username and Passward below; then click on the Login button to
0 HIVE continue.
HELP
Lsernarme: l—

FPassword: I
Login |

Meed to register? Return to the ariginating application and click create an account or
register.




6. My Account Page

At the My Account page, click on Link your account to complete the HUI
Express registration.

Department of Labor & Industrial Relations

EETTEEE My Account

¥ Logout

¥ My Account Aloha, Wendy Test. Welcome to the Hawaii Unemployment Insurance (HUI Express

} Update Account

» Link your account To complete the HUI Express registration, click on Link your account.
» FAQ

Choose Update Account
to update your email
address, pasamord,
mailing address or
phone number




7. Create a Hawaii Unemployment Insurance Express Account Page
(Accept)

At the “Create a Hawaii Unemployment Insurance Express Account” page,
complete the application to register to file Quarterly Wage Reports online.

a) If the applicant is a Single filer, enter the Employer’s name. If the applicant is
a Multiple Filer, enter the Authorized Transmitter’'s Name.

b) Enter the 9-digit FEIN.

c) Enter the DOL number. Multiple filers with no employees in Hawaii enter
“NA!!.

d) Multiple Filers enter their Service Company number if assigned. If not
assigned a Service Company number, enter “NA” and one will be assigned when
the application is reviewed and approved.

e) Enter the Title of the contact person. (l.e.: Owner, President, Partner, etc.)

f) Click the Accept button to continue. Click Reset Form to delete all
information. Click the Back button to return to the My Account page.

Department of Labor & Industrial Relations

T Create a Hawaii Unemployment Insurance

» Logout
e Express Account
} Update Account
} Link your account
» FAQ Applicant Information
Chesss Updats Asseunt Wake a selection as towhether you are a Single Filer or a Multinle Filer.
to update your email Sinle filers report for only one business. Multinle Filers are transmitters
address, password, of multiple ermployer reponts such as senvice hureaus, accounting
mailing address or practitioners, parent campanies, ete. Ifthe applicant is a single filer, entar
[phnslnum e the Emplover's Mame. If the applicant is a Multiple filer, enter the

Authorized Transmitter's Mame

Type of Filer: ‘I

Employer Name or Authorized Transmitter:
Federal Employer ldentification Number:
ane

Erter FEM or WA i yoe doa t kave

DOL Account Humber:

Enber 10 digit DOL quirber, ¥ you are Mol Filer
without employees in Hawall, eater WA,

Contact Person

Title:

First Name: Wiendy

Middle Name or Initial: P

Last Name: Test

Suffix: suffix

Email; wendyl D@ehavali.gov
Home Phone:

‘Work Phone: (B08) 5BEA07S

Accepnt | ResetForm | Back




8. Create a Hawaii Unemployment Insurance Express Account Page
(Submit)

Click on the Submit button at the bottom of the page to complete the
application to register to file Quarterly Wage Reports online.

a) Make sure the information on the application is accurate and then click on the
Submit button.

b) Click on the Edit button to return to application to make changes.

¢) Click on the Cancel button to cancel the application and return to a blank
application.

Department of Labor & Industrial Relations

T Create a Hawaii Unemployment Insurance

¥ Logout

e Aei Express Account

} Update Account

» Link your account Click on the Submit button at bottom of page to complete
» FAQ registration of your HUI Express application.

Choose Update Account Applicant Information

to update your email

address, password, Type of Filer: Multiple

;"hao'::gnjrdnd;:?s o Employer Name or Authorized Transmitter: Wendytest

Federal Employer ldentification Number: 012345678

DOL Account Number: A
Service Company Humber: [RE
Username: Wendytest

Mailing Address

Street 1: 830 Punchbowl Street
Street 2: none

City: Honolulu

State: Hawvaii

Province {Non-1.5.): -

Zip Code: 96813

Country: United States of America

Contact Person

Title: Accountant

First Name: Wiendy

Middle Name: P

Last Name: Test

Suffiz:

Email: ey Dgehawaii. ooy
Home Phone:

‘Work Phone: (308) 5869075

ﬂl Submitl cancel |




9. Your application has been submitted Page

A copy of the submitted application may be viewed or you may print a PDF
version. You will receive an email that your application has been submitted.

Once your application has been reviewed, you will receive another email
notifying you of the status of your application.

a) Approved Applications: If your application is “Approved”, your email will
include a link to return to HUI Express Welcome page and you can login to send
reports online.

b) Pending Applications: If your application is marked as “Pending”, the email
will include the reasons for the pending status and a link to return to the Login
page and then to the HUI Express application to make changes.

c) Disapproved Applications: If your application is “Disapproved”, the email
will include the reasons for disapproval.

Department of Labor & Industrial Relation

T Your application has been submitted

b Logout

» My Account Wie will send an email to karenig@hwaiirrcom after your application is reviewed.
} Update Account : : S

s Binkyour View copy of submitted application |

» FAQ Print PDF version of submitted application |

Choose Update Account
to update your email
address, passward,
mailing addresz or
phone number.

o

webmaster@ehawaii. gov To |wendyl D@ehawail gov

01413406 10:38 AM G
bee [wendy P Maher/DLIR /StateHilS

Subject [vour Hawai Unemplayment Insurance Express application has been submitted,

Aloha!

Thank you for registering to use the Hawaii Unewploywent Insurance Express.
Tour application iz heing rewviewed.

¥ou will be receiving another email notifying you of the status of your application.

Contact Information:
Email: dlir.ui.gursfhavaii.gov

10



webmaster@ehawaii. gov To |wendyl @ehawaiigov

iy 0103406 07:55 AM oo

bee |wiendy P Maher/DLIR AStateHiUS

Subject [vour Hawail Unemployment Insurance Express application has been reviewed.

Aloha!
Four application for "wendy test" was reviewed and approved.
Now you are able to submit Hawaii Unemployment Insurance wage reports online!

Jee you on https://hui.ehavaii.gov/hui

Reason: This i=s a test.
Commwents: Your reporting nuwber is 3VO0000000.

Contact Information:
Email: dlir.ui.gwrsfhavaii.gov

webmasteri@ehawaii. goy T
- 01413406 11:03 AM oo

o

wendy DEehawaii.goy

bee fwendy P Maher/DLIR /StateHilS

Subject Your Hawail nemployment Insurance Express application has been reviewed.

Aloha!
Four application for "Wendytest"™ was reviewed and marked as pending.

Click on the following link to update your application:
http://hui.ehavaii.gov/hui/app/link account.html 2accountId=334

Regason: Your FEIN does not match our records. Please return to HUI Express to update your
FEIN.

Contact Information:
Email: dlir.ui.guwrsfhawaii.gov

webmaster@ehawaii. gov T
s 01412406 08:06 A cc

o

wendy] Jiehawaii. gov

bee [wendy P Maher/DLIR/StateHilIS

Subject [Your Hawaii Unemploymert Insurance Express application has been reviewed.

Aloha!
FYour application for "Christian Peters" was reviewed and not approved.

Reason: Your DOL account is cancelled. Contact the Unemployment Insurance office at
805-556-8914.

Contact Information:
Email: dlir.ui.gursfhawaii.gov

11




10.Create a Hawaii Unemployment Insurance Express Account Page

If your account is already linked but awaiting approval, you will receive a
message to wait for approval. HUI will send an email notifying you of the status

of your application.

awaﬁ. gov/Labor gz,
p- -_ §ins LN Department of Labor & Industrial Relationg
P Create a Hawaii Unemployment Insurance
sy Express Account
My Account

¥ Update Account
¥ Link your account
* FAQ

Your account is already linked. Please, wait for approval.

Chooze Update Account
to update your email
address, pazanord,
mailing address or
phone number.

12



11.My Account Page (waiting for approval of account)

This is the “My Account” page when your application has been submitted and
you are waiting for approval.

Department of Labor & Industrial Relations

My Account
} Logout
» My Account Aloha, Test Account. Welcome to the Hawaii Unemployment Insurance {(HUI) Express.
} Update Account
b Link your account

» FAQ

Choose Update Account
to update your email
addresz, pasanord,
mailing address ar
phone number.

13



12. Approved Accounts - Welcome to the Hawaii Unemployment Insurance
(HUI) Express

Once the account has been approved, use the link in your email or log onto
http://hui.eHawaii.gov to access the Welcome page. You will see the “Welcome
to the Hawaii Unemployment Insurance (HUI) Express” page. Click on Login to
continue.

Department of Labor & Industrial Relations

m Welcome to the Hawaii Unemployment Insurance {HUl) Express

]
» ;;g::::uunt Welcome to the anline filing of the Hawaii Unemployment Insurance Guarterly Wage
b lipoate decnunt Report_s. It's easyto use and it's free! To padicipate, use our free Q_uart_erlyWage

: Reporting Systerm (WRS) program to prepare your quarterly contribution repart and
» Link your account create an electronic file of your guarterly wage records which you can send online
» FAQ (online filing of the contribution report and payrents will be available in 2008.) You can

download the program or call the HUI Express number for a free copy of the program.

tcoh::ztzﬁ?ree’:::;unt Ifyou dao not use the GWRES software program you may create your own file using the
address, pasanord, new "Record Layout for Programmers”. Employers must obtain approval prior to
mailing address or sending your @R file online using the new Recaord Layout. Contact our office for a
phone number. copy of the "Employer's Guide far Preparing the Magnetic Media Record Layout' or

download the guide at Hawaii.gowLabaor,

Getting Started
1. Create a eHawaiigov portal account to obtain a Username and Password. Ifyou
have an account, log in.
2. Login to complete the HUI Express registration by linking your account.
3. Wait for an email notifying you ofthe status ofvour application.

14



13.Login Page

Enter your Username and Password and click on Login to continue.

YoureHawaiLgov Portal Account

-~ Account Services

Explore Login
* Retrieve Username You have requested access to a site that requires authentication.

= Retrieve Password
Enter your Username and Passward below; then click on the Login button to

9 HIVE cantinue.
HELP

Username:l
FPassword: I
Lagin |

Meed to register? Return to the ariginating application and click create an account or
register.

15



14.My Account Page (after approval)

After you login, the “My Account” page opens. Choose an activity from the
Menu box to continue. You may submit reports online, view a history of reports
filed online, update account information and download the QWRS software
program. For more details see Account Maintenance and Navigation section.

Department of Labor & Industrial Relations

EETTEEE My Account
F Logout
¥ My Account Aloha, Wendy Test. YWelcome ta the Hawaii Unemployvment Insurance (HUI Express.
» Submit Report

b View History

» Update Account

» Download Software
» FAQ

Chooze Update Account to
update vour email

address, pasaword, mailing
address or phone number.

16



B. Using the QWRS software program to register

Employers can access the website by using the QWRS software program. Open the
QWRS software program and chose File then Setup from the Main QWRS page.
Change the File Destination selection to Internet. Prepare your Quarterly Wage files
as usual. Click on Transmit and enter your covered worker counts. Form UC-B6 will
print and the transmit file will be created. For Multiple Filers, continue until the files are
merged, the Transmittal Report prints and the transmit file is created. The QWRS
program will access your Internet connection and the “Do you have a Hawaii
Unemployment Insurance (HUI) Express account?” page will display.

1. Do you have a Hawaii Unemployment Insurance (HUI) Express
account? Page

After “Transmitting” from the QWRS software program, the “Do you have a
Hawaii Unemployment Insurance (HUI) Express account?” page opens. If you
already have a Hawaii Unemployment Insurance (HUI) Express account, click
“Yes”. The Login page opens. Enter your Username and Password. You will
be taken to the “Submit Wage Reports” page to submit your quarterly wage file.

Otherwise, click “No” and the “Welcome to the Hawaii Unemployment Insurance
(HUI) Express” page will display. Follow the instructions in the “Getting Started”
section to “Create a eHawaii.gov portal account.” See Section A1 to A14 above.

Department of Labor & Industrial Relations

Menu Do you have a Hawaii Unemployment
» Login Insurance (HUI) Express account?

} Create an account

r Recover Username
» Recover Password Do you have a Hawaii Unemployment Insurance (HUI) Express
» FAQ account?

Ifyau have a HUI Express account, click™es" to loginwith your username and
password. Otherwise, click "Mo" and fallow the instructions in the "Getting Started”

section.

17



lll. | ALREADY HAVE AN EHAWAIL.GOV ACCOUNT

If you already have an eHawaii.gov account, log on to http:/hui.eHawaii.gov. The “Welcome
to the Hawaii Unemployment Insurance (HUI) Express” page will display. Click on Login and
enter your Username and Password. The “My Account” page will display. Click on Link
your Account and complete the HUI application. Follow Steps A6 thru A14.

IV. HOW TO FILE QWRS REPORTS
A. Log on to Http://hui.eHawaii.gov

If you are submitting a flat file from the new “Record Layout,” log on to
http://hui.eHawaii.gov to access the “Welcome to Hawaii Unemployment Insurance
(HUI) Express” page. You must already have an eHawaii.gov account that has been
linked to the HUI Express. If you do not have an account, see Steps A1 to A14.
Otherwise, click on Login and enter your Username and Password. The “My Account
page will be displayed. Click on Submit Report in the Menu box. The “Submit Wage
Reports” page will display. Follow the instructions to upload your wage file.

B. Using the QWRS software to file QWRS reports

1. Do you have a Hawaii Unemployment Insurance (HUI) Express
account? Page

The “Do you have a Hawaii Unemployment Insurance (HUI) Express account?”
page opens. If you already have a Hawaii Unemployment Insurance (HUI)
Express account, click Yes. Then enter your Username and Password. You
will be taken to the “Submit Wage Reports” page to submit your quarterly wage
file. Otherwise, click No and follow the instructions in the “Getting Started”
section to “Create a eHawaii.gov portal account.” Follow Steps A1 thru A14.

O

Department of Labor & Industrial Relations

Menu Do you have a Hawaii Unemployment
» Login Insurance (HUI) Express account?

} Create an account

r Recover Username
» Recover Password Do you have a Hawaii Unemployment Insurance (HUI) Express
» FAQ account?

Ifyau have a HUI Express account, click™es" to loginwith your username and
password. Otherwise, click "Mo" and fallow the instructions in the "Getting Started”
section.

18



C. Login Page

Enter your Username and Password to continue. If you need to register, click on
Return to return to the “Welcome to Hawaii Unemployment Insurance (HUI) Express”
page.

YoureHawail.gov Portal Account

: m.:’ Account Services

Explore Login
* Retrieve Username

: You have requested access to a site that requires eHawaii.gov authentication.
* Retrieve Password

Enter your eHawaii.gov Username and Password below, then click on the Login
hutton to continue.

Username: I
Password: I
Login |

Meed to register? Return to the originating application and click create an account or
register.

19



D. Submit Wage Report Page

After entering Username and Password, the “Submit Wage Report” page will display.
Click on the Browse button to locate the file to be submitted. The Choose file box
opens. Locate the QWRS Transmit directory. (The directory can be located by
opening the QWRS program and clicking on File, then Setup to verify the directory
where the transmit files are saved to.) Double click on the filename to be submitted.
The directory and filename are populated in the File box. If the report is an amended
report, check the Amended Report box. Click on Submit Wage Report button to send
the file to HUI and the successfully transmitted message will appear and you will
receive a confirmation email. Click on View History in the Menu box to view a history
of all files transmitted online.

Examples of filenames:
Single filer: 0001234567_2005_Q4.zip
Multiple filers: SV12345678_2005_Q4.zip

Reminder: Mail your UC-B6, Quarterly Wage, Contribution and Employment and

Training Assessment Report along with any payment to: State Tax Collector, P.O. Box
3223, Honolulu, HI 98601-3223.

Department of Labor & Industrial Relations

Submit Wage Report

¥ Logout

» My Account

» Submit Report File: I Browse... |

¥ View History

» Update Account I 12 this an Amended Repart?

¥ Download Software

» FAQ Submit¥Wage Report |

Chaoss Update Ascount to

update your email Click on the "Browse” button to locate the file to be submitted. The "Choose file" box opens.
address, pasaword, mailing Locate the "OWWRS Transmit' directary. (The directory can be located by opening the QWRES
addiesssnphanenumber software program and clicking on File, then Setup 1o verity the directary where the fransmit

files are saved.) Double click on the file to he submitted. The directory and filename are
populated in the "File” bax. Click on "Submit ¥Wwage Report’ to send the file.
Examples of filenames:

Single filers: 0001234567_2005_Q4.2ip

Multiple filers:  Sv12345678_2005_024.zip

20



Labor & Industrial Relations

T  Submit Wage Report

¥ Logout

F My Account File "98YL310Y01_2005_04.zip" has been successfully transmitted (01/17/2006 02:35
» Submit Report PM).

F View History

¥ Update Account
» Download Software
» FAQ

Choose Update Acoount to
update yvour email

address, pasanord, mailing
address or phone number.

webmaster@ehawaii. gov To |wendyl8iEehawaii gov
01417408 02:35 Pk oo

bee [wiendy P Maher/DLIR /StateHilS

Subject [You have submitted a Hawail Unemployment Insurance repart,

Aloha!

Fou have submitted a Hawaii Unemployment Insurance report.

Submit Date: 01/17/2006 02:35 PM
Filenawe: S8YL310Y¥01 2005 _04.zip

Contact Information:
Email: dlir.ui.gqursfhawvaii.gov

21



V. ACCOUNT MAINTENANCE AND NAVIGATION

After you login, at http://hui.eHawaii.gov, the “My Account” page opens. You can submit
reports, view a history of the files you transmitted online, make changes to your account
information, download the latest QWRS software program and view frequently asked

questions.

A. My Account
After you login, the “My Account” page opens. Choose an activity from the Menu box

to continue.

Department of Labor & Industrial Relations

ENTTEEE My Account
b Logout
F My Account Aloha, Wendy Test. Welcome to the Hawaii Unemployvment Insurance (HUI) Express.
¥ Submit Report

» View History

¥ Update Account

» Download Software
» FAQ

Choose Update Account to
update ywour email

addresz, pasanard, mailing
address or phone number.
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B. Submit Wage Report

Select Submit Report from the Menu box to submit a wage report. The “Submit
Wage Report” page opens. Click on the Browse button to locate the file to be
submitted. The Choose file box opens. Locate the “QWRS Transmit” directory. (The
directory can be located by opening the QWRS program and clicking on File, then
Setup to verify the directory where the transmit files are saved to.) Double click on the
filename to be submitted. The directory and filename are populated in the File box. If
the report is an amended report, check the Amended Report box. Click on Submit
Wage Report button to send the file to HUI and the successfully transmitted message
will appear and you will receive a confirmation email. Click on View History in the
Menu box to view a history of all files transmitted online.

Examples of filenames:
Single filer: 0001234567_2005 Q4.zip
Multiple filers: SV12345678_2005_Q4.zip

Reminder: Mail your UC-B6, Quarterly Wage, Contribution and Employment and

Training Assessment Report along with any payment to: State Tax Collector, P.O. Box
3223, Honolulu, HI 98601-3223.

Department of Labor & Industrial Relations

Submit Wage Report

b Logout

b My Account

» Submit Report File: I Browse... |

¥ View History

» Update Account ™ 15 this an Amended Report?

¥ Download Software

F FAQ Submit¥age Report |

Choose Update Account to

update your email Click on the "Browse" button to locate the file to be submitted. The "Choose file” box opens.
address, pasaword, mailing Locate the "GWWRS Transmit' directary. (The directory can be located by opening the QWRS
addiessprphonenumber software program and clicking on File, then Setup ta verify the directary where the transmit

files are saved.) Double click on the file to be submitted. The directary and filename are
populated in the "File" box. Click on "Submit Wage Report’ to send the file.
Examples of filenames:

Single filers: 0001234567 _2005_0G14 zip

Multiple filers:  Sv12345678_2005_024.zip
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Department of Labor & Industrial Relations

T $  Submit Wage Report

» Logout

¥ My Account File "08YL310Y01_2005_04.zip" has been successfully transmitted (01/17/2006 02:35
¥ Submit Report PM).

» Wiew History

} Update Account
¥ Download Software
» FAQ

Choose Update Account to
update your email

address, pasanord, mailing
addresz or phone number.

webmaster@ehawaii. gov To |wendyl8iEehawaii gov
01417408 02:35 Pk oo

bee [wiendy P Maher/DLIR /StateHilS

Subject [You have submitted a Hawail Unemployment Insurance repart,

Aloha!

Fou have submitted a Hawaii Unemployment Insurance report.

Submit Date: 01/17/2006 02:35 PM
Filenawe: S8YL310Y¥01 2005 _04.zip

Contact Information:
Email: dlir.ui.gqursfhawvaii.gov
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C. View History

You can view the reports submitted online to HUI Express. Enter the received dates to
limit the search. Select the Status to view successfully transmitted or failed reports.

Or click Search to view all reports submitted online. The history shows the filename,
date and time the file was transmitted and whether the file was successfully
transmitted or not and a check box if the user marked the file as amended.

Department of Labor & Industrial Relations

| Department of Labor & Industrial Flelationsl

View History

¥ Logout

¥ My Account Wiew a log of reports submitted to HUI Express by entering the received dates the reports
¥ Submit Report were submitted. Select the status of reports to view all reports, successfully transmitted
» View History reports or failed reports. View all reports by clicking on the "Search” button.

b Update Account

» Download Software Recefved Date: From: | To:

» FAQ

Status: Ay v

Choosze Update Account to Search

update your email

address, pasaword, mailing
address or phone number.

Department of Labor & Industrial Relation

|Department of Labor & Industrial Helations|

I View History

» Logout
» My Account
¥ Submit Report Company Hame: karen
» View History Username: Karen
¥ Update Account
¥ Download Software
Number of records: I 10 'l

» FAQ
Choose Update Account to Receved Activity Details Amended Status
update your email Date
address, pasaward, mailing
address or phone number. Wage -

P 1212005 0844 Data 0123456739_2005_21.2ip [m] Success

Records 1-1

Back |
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D. Update Account

The Update Account link allows users to update the account information in
eHawaii.gov and HUI Express accounts. Change the information you want to update,
and then click on Update My Account. Your password must be entered to make any
changes. Upon successful update, your eHawaii.gov and your HUI Express account
will reflect the new information. Click on Hawaii Unemployment Insurance (HUI)
Express link to return without updating the account.

WoureHawait.gov Portal Account

Account Services

Explogs Create a New Account
s etreve Usernania Registering with eHawail.gow lets you take advantage of our mary applications and
- Retrieve Password sewices. Required fields are marked with 2 *

% Lsemame Shasavid

First Mame: * IKSFEH—
Middle Name or Inifialr [
Last Narne: [Eharan
S —
Username:* IKarEn—
Password: * lﬁ*ﬁ‘*—
Confirm Passward: * IM—
Email: * [aren@rwaiireom
Confirm Email: [karen@hwraiireom
Secret Question; * lm

Secret Angwer.* fido

Contact Information

Default Billing Address:

Street1:* |1 Kapiolani Blvd.

Streset 2: I

City: * IHonquIu

State: ” | Harwaii =l
Province (Nor-U.5.): |

ZipiPostal Code: * |9531 ]

Country:* IUnited States ‘l

Agree to Terms of Senice?: * Ird

Home Phone Mumber: dggg )|545_2555 oo

Work Phone Mumber: dgﬂs ”111_2222 (K
W)

Email me aboutimporant dates &
pertaining to services | use.:

Email me about new eHawaii. gov [
semvices as they become

available.:

Create Account |
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E. Download Software

Choose the Download Software form the Menu box to download the QWRS software
program. The program requires Windows 95 or higher and the file size is 6.08 MB.
Click the Download button and follow the instructions on the web page to download.
You will need to save the program on your computer then install the software.
Included in the download is a Readme.txt file with Installation Instructions for the
QWRS program.

Department of Labor & Industrial Relations

Download QWRS Software

» Logout

» My Account DOWHLOAD INSTRUCTIONS:

» Submit Report

» View History Requirements: Windows 95 or higher. File size: .08 hB.

} Update Account

» Download Software « Step 1: Download zipped file. Click the "Download" button to download the new

CWRS software program. YWhen the File Download window opens, select Save

o Ly Save the gw_app.zip file in a directory of your chaice.

Choose Update Account to Caution: Due to the prevalence ofviruses, we recommend that you scan all

updata your email downloads for viruses.

address, pasaward, mailing 3 e o

e e = Step 2: Unzip file. Use Winzip or other unzipping software to uncompress
owi_app.zip file. ForWindows ¥P, double-click the zip file. Save files in a directory of
your choice.

= Step 3: Install the program. At this paint, you may want to close any other
applications running. Once you're ready, double click the Setup.exe file. For detailed
CWRSYE program installation instructions, a ReadMe file is included in the zipped
folder.

Download |
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F. Frequently Asked Questions

Click on FAQ to view the Frequently Asked Questions for “Using the New QWRS
Software Program” and “Online Filing of Quarterly Wage Reports.”

abor & Industrial Relations

T Frequently Asked Questions

» Logout

¥ My Account Frequenthy Asked Questions

¥ Submit Report

» View History Using The New QWRS Software Program

¥ Update Account

¥ Download Software
* FAQ

Chooze Update Account to
update your email

address, pasavord, mailing
address or phone number.

Q: How can | get the new GWWRS software program?

A: Register online and wait for ernail confirmation. Once approved, sign-in with your
username and password to download the program. You may also download from our
wehsite at: www hawaii.gowlabariui and click on the Quarterly Wage Reparing Systern
link. Or call 808-586-8922 to have a CD mailed. Follow the Installation Instructions to
setup the pragram. A User's Manual is located on the @WRS software program

Q: How does the new GWRS software program work?

A: The program requires Windows 95 ar higher. The file size iz 15 MB. The employer's
tax rate, wage base and account number are entered far a specified year. Then the
employes detailed gquarterly wage data is entered. The program calculates the total,
excess and taxable wages based anthe information entered. The Farm UC-BE,
QuarterlyWage, Contribution and Employment and Training Azsessment Reportis
printed and can be mailed to the Unemployment Insurance Division with payrment. The
renntt orovides the LI Contrihntinns and the Fmnloviment and Training Assessment
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G. Recover Username And Recover Password

If you forgot your Username or Password, click on the Recover Username or Recover
Password to restore your username or password. You will receive an email with your
Username or a new computer-generated Password.

' Department of Labor & Industrial Relations
W/

Menu Welcome to the Hawaii L I nt Insurance (HUI) Express
¥ Login
» Create an account

Welcome tothe anline filing ofthe Hawaii Unemployment Insurance Quarterly Wage
Reports. It's easy to use and it's freel To pardicipate, use our free Quarterly Wage
Reporting Systerm (WRS) program ta prepare your gquarterly contribution report and
create an electronic file of your guarterly wage records which you can send online.

» FAQ (online filing ofthe contribution repart and payrments will be available in 2006.) You
can download the program or call the HUI Express number for a free copy of the
program

} Recover Username
» Recover Password

Getting Started

First, Create a eHawaii.gov portal account to ohtain a username and password. [f you
already have an account, [oo in. An ehawaii.goy portal account allows you to take
advantage ofthe many applications and services available onthe ehawaii.gov partal.

Second, link your eHawaii.gov portal account to the Hawaii Unemployment Insurance
(HUIy Express by completing the HUl application.

Third, an email will notify you of approval and provide you with a link to download the
free QWRS software prograrm ifyou don't already have one.
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